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OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOR'I 
RECORDS NLANAQEMENT,DIVISION 

i 

r APPLICATION FOR RECORDS RETENTION SCHEDULE 
. -. . . .--L ----~.-.~---~-- .... .~ ~~ ..... ---_ ~ ~ .~ ~~~~~ -. ~ .-.. ~ --.,. ,_..._.,_~....I -___p_- 

INSTRUCTIONS Sae Publiaition No. 76-RM-1 for instructions on completing th is  form. Forward signed' original to' 
Department of Archives md History, Records Management Division, 330 Capitol Avenup, ,Atlania, Georgia, 30334, 
Attention: Scheduling Section. 

_c_cI__ --._-i.-__.. ~~ ~. ~ ~~~ ~ .~ ~ -~ ~ . ~ .  - - .-- . - 
-. FOR ..- ~~~ RECORDS -. . . MANAGEMENT-aUha ~. ~ ~~ -~ __~___l 1. Agenq Address ~ - . . 

FOR AGENCY USE 
lpplication Date , I  O f f i c e  of The c o m p t r o l l e r - G e n e r a l  

Working Title G2vJYf#mber 
2. ParsontoCantaet 

Angela R .  Watk ins  
3. Actio 

a. C3 Estaoiisn Retention Schedule: ecord will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

p r i n c i p a l  C l e r k  
~ - ~.~~ .... ~ . ~ ~ .  ~~~ ~~ ~~ . ~ .~~ ~ ,. . .  ~~~ - ~ .. ~ ~ ~. ~~ .--..A ... 

.*I 
_ _  c. 0 Amend Application ---- Check One: . o . C h a _ n ~ ; ~ U -  Supercedel~ 0 Void ~- ~ 

6 Records Series %tie Ifo/lowed by tide used in office; if different) 1. Dater of Series .. 

Earliest 

I n s u r a n c e  Agen.ts Renewal Sendbacks 
- ~~.~ 

~~~~~ ~ 

5. Division and Mice Function What is the function of the Division and the Office in which this record series is  created? 
.. The Agents  L i c e n s e  D i v i s i o n  is r e s p o n s i b l e  f o r  p r o c e s s i n g  a p p l i c a t o n s  

and i s s u i n g  new a g e n t s '  l i c e n s e s  and  renewing  permanent l i c e n s e s ;  
examining  a g e n t s ,  c o n d u c t i n g  p r e - h e a r i n g  c o n f e r e n c e s ;  and  for  
p r e p a r i n g  c e r t i f i c a t e s  f o r  a g e n t s  b e i n g  l i c e n s e d  a s  n o n - r e s i d e n t s  
i n  other  s t a t e s  and  a c c o u n t i n g  f o r  a l l  Agents  L i c e n s i n g  and  
C e r t i f i c a t e s  of A u t h o r i t y  fees .  

_ _  __ .-.~ ~~ ~- ~-=~I-.~~.~-_~ ~~~ ~ ~ 

1. Rcoord Sties hsaipt ion This f ib  contains the following documents (include form numbers and titles, if any): 
Attach samples of the file, 

Documents relating to: Annual I n d i v i d u a l  Agent I n s u r a n c e  Renewal A p p l i c a t i o n s  tha i  
have been r e t u r n e d  t o  t h e  a g e n t  because  of i n c o m p l e t i o n  ant 

lnduded are: 'G. I .  D. 101, Computer  Sendback form l e t t e r ,  Mixce l laneous  
and t h e n  r e t u r n e d  completed t o  u s .  

Comes ponde nce 
. .  

File is arranged: I n  A lphabe t i ca l  Order .  
. ~ . .  , ~- . .  

. i  - . 2 
~. 

. . 1.' - I I , ,  . 1 --._ I,.__ .- . . - -- 
3. Monthly Reference Rate How often are records referred to which are: 

One to six months old 6--; &yen to twelve months old 6 . ~ -; Thirteen to twenty+four months old -x--. -;, 
twenty-five months and older I: 1 ' 7 

L 7  -_ - ~- . -  

3. Annual Rate of Aecumulationof Remrds 
Letter-size drawers -; Legalaito drawers - --; Shelves - ~. ~ -;Other (&ify) 2C!&bic-_F! - 

-, .. 
.~-=.-__.__ -_-- _r .I_... __ .. . .~ .~ ~ 

- low) ~~ 

-k--.*f:-..-- 
R-50-71; ROY. 76 

.~ -~ ~ - ~.~ -~ ~ 
- ~- 

i 
. .~ 



~ _ _ ~  -~ - .. _._?__I - ~- .~ ---*a 

-. .~ .- 

a. Is th is  the official copy of the series? * 

. .  
~ - - I f n L w - ~ g ? l d ? - ~  ~ -.__ . ~ 

.\ 
I the series contain codfidential information requiring security handling? If yes, site law or regulation. 

~- - ~ - L  ~~~ __ 

e. When one or two documents in the file make it necessary to keep th entire file for a long period, could these 

~ - .~ ~ ~ 

-~ -& ~.. ~~ . .  
&~]. 1 ~j.. D~mr~th!zrecordseries result h a  comDuter mintout?__ ~~~ - ___ ~ 

11. Retention Rquimmentr J%e following requires the series to be kept: 
-'I 

1 a. State Law -~~..~~._--.-years. d. Audit period I _ _  - - ... _. -years. 
b. Statute of limitation _ _ E _  .years. e. Administrative need - ------.years. 
c. Federal law I ~ ~~-.years. f. Federal retention instructions - -~ years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. , 1 .  , . .  ' 4 ,  

r i  .~ , .  . >  TI -~ 
, , .  

- . r  
I I , .  I .  I .~ . , , ,  I ~. . I .  , . 

- .  . '  . ~1 1 ' . I ~  . <'. i~ I !  .:: . i ,  ~' . .  -- -A__-- ~~~~ ~ .__.- 

12 A o ~ G e d  Disposition Instructions 
~ 

This agency~recommends that the file serieibe cut otf'at thb end of each: 
0 Calendar Year; F i G l  year; 0 Other - . ~ ~ .  - -..~-~-L-then, 

~L 1 ., ? . .  1 
.. 

: I 
- .. . .  

. . ._ .  . .  

0 Hold in the current files area -~. ~--month(s) - ~ . ~ .  . year(s); then 
0 Transfer to local holding area, hold -.-------.year(s); then 
65 Transfer to State Records Center; hold 
P Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other .fSpeaW 

-.year(s); then 

.. . 
'. 

. .  , . .. i ! .  . ,. , I 
... .. 

. , , . :. , .  . . _ .  , .. , '. *~ I I .  
,. . ,  

;i ' I  . .  
.., , . i .  

. .n  - . ., :, 
. .  , . ,  . .  , ~ .  . >  , ,  

. .: 
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, 1  

These instructions apply to a l l  prior and future accumulations of the series. 

State Records Committea fSigna,turel Date 

State Auditot/Designee ~~~ - 
graph 12 are approved. 

tary of StatdDesignee 

Attorney GeneraVDesignee 

_ j _ _ .  ----- -- - ~ . ~  

i = _ , ~ _ F ~ : l * ~ _ _  . -- 
- .. _ ~~~~~ ~~ ~ 


